
CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
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Agency
CHARLES COUNTY GOVERNMENT

Division/Unit
FISCAL SERVICES

Item
No.

1

Description

GENERAL CORRESPONDENCE

Subject arrangement of original incoming letters,
outgoing letters, memorandum, and any and all
correspondence of the department or it's division.

TIME AND ATTENDANCE

Files may contain some or all of the following:
leave requests, comptime request, weekly
timesheets, etc.

EMPLOYEE PERSONNEL RECORDS

Files may contain some or all of the following:
evaluations, awards, training, written correspondence,
etc.

FISCAL YEAR BUDGETS

Budget expenditure files for department/division,
tracking of expenses, invoices, purchase orders, check
requests, budget transfer requests, etc.

Retention

Screen annually. Destroy
material having no further
administrative, fiscal, legal,
or operational value. Retain
permanently any material
that serves to document
the origin, development, and
accomplishments of the
department or it's divisions.
Transfer periodically to the
MD State Archives.

Retain for 3 years,
then destroy.

Retain for 3 years after
termination, then destroy.

Retain for 3 years,
then destroy.

Schedule Approved by Department,
Agency, or Division Representative
Date ./]_Jt[l$i
Signature £
Typed Name Ej^gene lv. Lauer
Title County fi\

Schedule Authorized by State Archivist

Date JUN 2 2 1990 .

Signature
inistrator
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Agency
CHARLES COUNTY GOVERNMENT

Division/Unit
FISCAL SERVICES

Item
No.

Description Retention

PRODUCTIVITY MEASUREMENTS

Annual and cumulative records of statistics used to
document productivity measurement as part of the
annual budgeting process.

Retain for 3 years, then
destroy.
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NTY GOVERNMENT FISCAL SERVICES

Item
No.

1

2

3

4

Description

ACCOUNTING DIVISION

EMPLOYEE FILES - PAYROLL

May include voluntary and involuntary withholding
authorizations such as W-9 forms, levies and garnish-
ments, health benefits, State taxes, voluntary savings
bonds, deferred compensation, etc. Also may include
wages, position, and direct deposit information.

CHECK REQUESTS FOR PAYROLL RELATED
DEDUCTIONS AND EXPENSES

Includes Check Request Forms, worksheets and
any additional information needed for backup.

PAYROLL PROCESSING REPORTS

May include:
Hours Entry Edit Lists
Deduction Registers and Reports
Direct Deposit Listing
Payroll EEO Reports
Payroll Pay Detail by Employee
Payroll Pay Detail by Account
Check Registers
Payroll Registers
Workers Compensation Worksheets
Other reports generated by payroll processing

EMPLOYEE W-2s

Employer's copy of annual W-2s

Retention

Retain for 3 years after
employee termination date,
then destroy.

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.
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Agency Division/Unit
CHARLES COUNTY GOVERNMENT FISCAL SERVICES

Item
No.

5

6

7

8

9

Description

ACCOUNTING DIVISION (contd)

EMPLOYER FEDERAL AND STATE REPORTS

Includes Federal Forms 941, 940, Census Reports,
State withholding reconciliations, etc. May be monthly,
quarterly, or annual reports.

PAYROLL BANK STATEMENTS, CANCELED
CHECKS, AND RECONCILIATIONS

EMPLOYEE FISCAL YEAR ANNUAL LEAVE REPORTS

Includes employee's leave reports as of fiscal year
end and worksheets to cost out annual accrual for
financial statements.

JOURNAL ENTRIES

Includes edit reports, posting reports and backup
documentation. May be generated by AS400
Modules such as Payroll, Accounts Payable,
Inventory, Fixed Assets, Procurement, Revenue
Accounting, Taxes, Utilities, etc.. Also may
be generated manually by accounting division.

ACCOUNTS PAYABLE VENDOR FILES

Includes paid invoices, packing slips, check requests,
receipts, and miscellaneous vendor correspondence
and information.

Retention

Retain for 5 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.

! Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 5 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.
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Agency Division/Unit
CHARLES COUNTY GOVERNMENT FISCAL SERVICES

Item
No.

10

11

12

13

14

Description

ACCOUNTING DIVISION (contd)

BANK STATEMENTS, CANCELED CHECKS,
AND RECONCILIATIONS

May include information on imprest bank accounts,
general accounts payable bank accounts, escrow
accounts, savings accounts, or investment accounts.

GENERAL LEDGER ACCOUNT RECONCILIATIONS

Includes accumulative transaction reports, account
balance reports, worksheets(paper or LOTUS), and
any additional relevant information.

FORMS 1099 AND RELATED REPORTS

County copies of Forms 1099-Misc, 1099-R, 1099-INT,
and 1099-S which are sent to the IRS annually. Also
includes printouts of 1099 vendor transactions for the
year with summary totals and backup copy of
transmittal tape.

FORMS W-9, REQUEST FOR TAXPAYER
IDENTIFICATION NUMBER

Forms completed and returned to County by Vendors
verifying taxpayer name, address and ID Number.
Used to maintain Vendor Master Files and to determine
1099 status.

REGISTER TAPES FROM GOLF COURSE

Cash register tapes of all transactions at Pro Shop
and Concession Stand at White Plains Golf Course.

Retention

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years, and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years after
last transaction with vendor,
then destroy.

Retain for 3 years, and until
all audit requirements have
been fulfilled, then destroy.
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CHARLES COUNTY GOVERNMENT FISCAL SERVICES

Item
No.

15

16

17

18

Description

ACCOUNTING DIVISION (contd)

TREASURER'S REPORTS

Daily reports and supplemental information on
transactions processed through the Treasurer's Office.
May include Cashier's Reports(edits and postings),
check remittances, transmittal forms, copies of permits,
Utilities and Accounts Receivable Billing remittances,
Jury Slips, etc.

DAILY CASH TRANSMITTAL REPORTS

Daily reports of transactions of the White Plains Golf
Course. Daily Bank Deposit slip and register tapes are
attached. Used to create journal entry.

LANDFILL TICKETS AND REPORTS

Includes individual transaction tickets(receipts), daily
cash report/transmittals, and daily transaction reports.

ACCOUNTS PAYABLE REPORTS

Generated by Accounts Payable processing including:
Summary Check Registers
Detail Check Registers
Batch Edit Lists
Post Vendor Check Report
Handcut and Void Check Reports and backup

Retention

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.
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CHARLES COUNTY GOVERNMENT FISCAL SERVICES

Item
No.

19

20

21

Description

ACCOUNTING DIVISION (contd)

UTILITIES BILLING REPORTS

Generated by Utilities Billing processing and may
include:

Consumption Proof Reports
Billing, Adjustments, Finals or Penalties Registers
Recalculated Bills edits and reports
Account Aging Reports
New Account Listing
Account Balance Reports
Payment Registers

VARIOUS UTILITIES ACCOUNT INFORMATION

May include work orders, request for final readings,
address changes, meter changes, meter test results,
tenant authorization forms, deferred payment plans,
payment extension requests, general correspondence
with customers, manual meter readings, etc.

ACCOUNTS RECEIVABLE BILLING REPORTS
AND BACKUP INFORMATION

Reports generated by the Accounts Receivable
Billing process along with source documents as
backup for transactions. May include: edit listings,
copies of invoices, deferred connection agreements,
worksheets, adjustments, customer aging reports,
payment update reports, etc.

Retention

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.
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CHARLES COUNTY GOVERNMENT FISCAL SERVICES

Item
No.

22

23

24

25

Description

ACCOUNTING DIVISION (contd)

GENERAL LEDGER AND YEAR END REPORTS

Reports generated by the general ledger accounting
system including Trial Balance, General Ledger(detail
and summary), audit reports, year end closing
reports, financial statements, subsidiary account year
end listings, etc.

AUDITED FINANCIAL STATEMENTS AND REPORTS

Annual Audited Financial Statements, Single Audit
and Management Letter prepared by outside
auditors.

UNIFORM FINANCIAL REPORT (UFR)

Report prepared annually and submitted to state.

FIXED ASSET REPORTS AND RECORDS

Reports generated by Fixed Asset Reporting system,
including edit lists, posting reports, asset lists,
depreciation reports, disposal reports, queries, etc.
Also included are Forms or other documentation for
new assets, disposal of assets, and transfers.

Retention

Permanent. Transfer
periodically to MD State
Archives.

Permanent. Transfer
periodically to MD State
Archives.

Retain for 5 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 5 years and until
all audit requirements have
been fulfilled, then destroy.
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CHARLES COUNTY GOVERNMENT FISCAL SERVICES

Item
No.

1

2

3

Description

PURCHASING DIVISION

PURCHASE ORDERS/REQUISITIONS

Purchase Orders, Requisitions and update, posting
reports.

BIDS/CONTRACTS

Records of all formal bid solicitations including
advertisements, specifications, special provisions,
general conditions, contracts, bonds, insurance
certifications, general correspondence relating to bid.

STOREROOM RECEIPTS AND INVENTORY
REPORTS

Receipts for issued items, received goods reports,
daily update reports. Also inventory on hand reports.

Retention

Retain for 7 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 7 years and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.









Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

f I, D epartment/Agency Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as wen as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of mforrnatiorui/docurnents/forms found in the series. Include the purpose or function of the series.

f.f'o-f ^ - i cs$<f£ *>r LA)- d '6 "./>[;« 6?A

euof

7. Record Series Format(s)

D Letter Size D Microfilm

D Legal Size D Computer Tape

D Bound Book O Floppy Disk

• Audio Tape D Video Tape

X Other (specify)

8. Record Series Sequence

D Alphabetical

D Numerical

X Chronological

O Geographical

O Other (specify)

9. Volume

Number

K File Drawees)
D Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
j C FBe Drawees)

i/ D Microfilm Reel(s)
"*• O Computer Tape(s)

Number D Other (specify)

11. File is Used
D Daily O Weekly a Monthly

12. File Becomes Inactive After
D Month(s)

Number
• Year(s)

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Of Yes D No

15. Access Restrictions Q Yes D No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

• None • ' s t a t e s/Federal if Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/sofhvare

18. Recommended Retention

O Yes No

(<?. Name and Title of Preparer 20. Telephone Number 21. Date

000-4 (Kev. 1/93)































































fcflOfiteg « Typ* orPrint a a*pmt* fern far •«£*
mw. or nwtaad r*cerd atria*, fenrard wMh Paoort
Rawiaon SohaoUa (DOS 5SM)

DEPARTMENT OF GENERAL KRVJCE8
RfOORDt MANAGEMENT DMStON

7278 WATERLOO HOAD
P.O. K K 275

JE88UP. MARYLAND 207M

AGtNCY RECO*08 INVENTORY

FISCAL SERVICES

iDMaten

PURCHASING

a. unit

RECORD SERIES • A proup of ralatad rwsrd> ncma> KM and Mad a* a unit tor r*<*r»naa u w t l u rManfen and dapeaftton purpoax.

4. Raoord Sariat "Hfla

PURCHASE ORDERS/REQUISITIONS

5. Eartaat Yaar/UMt Yaar
FT 90 to Fy 94

«. Rawd Stfia* DMaiptton (BrMy daaofea tha typ*a ef tntomwtennMDaumantKiorrw teund In trw aariaa. Inctuda »w purpoa* of MwOen ef «w aartaa.

PURCHASE ORDERS/REQUISITIOUS

?, Raoord 8antt Forrn*t(s)

Sun»r Sizt D Microfilm

• laga! SU» D Computer T«p«

D Bound Book O Floppy Oi»k

• Audio T«p> D Vidao Tap«

D Dthar (»p«city)

8. Raoord Sarta* Saquanai

5 Alphabatieal

D NumarioaJ

O Chror>etoglc»l

• Oaogmphlcal

D Othar (tpadty)

S.Votuma

Numbar

tX r*»a
0 Mtcrofim

Q Cwnputar Tapa(t)
D O»tar (apadty)

10. Annual Aoaumulation
' -ft FUa Or««r»r{i)

0 Mter>»m Raal(i)
3 D Compuiar Tapa(«)

Numbar 0 Othar (spadty)

11. RaiiUaad
D Daily OWaaWy

12. R* BMCXTMU Inacttva Altar
7 O Morrthd) & Yaar<()

13. Currant UcaOon(s) (BlcJg.. Row. Room)

CHARLES COUNTY GOVERNMENT BUILDING

JISIHG OFFICE
OF CEtlTRAL STOREROOM

U Raoen) Sana* DupBoalad Ebawtiara?
(If y««. apadfy a p a w or eftea)
D Yaa B No

16. Aooaca R«fW*on» • Yai % No
' (If Yai. dto Uw(») & Ragulation(()

16. Audit

• Nona Sttta Q Fadara) O Indapandant

17. te an lnd«i System U*acf? (It y»i. «ipialn brtafly and oa*orlb«
any hadwanvioftwara

I I . Raeommandad Ratantton

Q Yat No

. Nama and TWa ot Praparar

THOMAS E . KELLEY

CHIEF OF PURCHASING

20. Taiaphone Numbar

( 3 0 1 ) 6 A 5 - 0 6 5 6

21. Da»

7/9/97
(M»V.



naw or raviaati raoard tartoa. lo/ward w«h Record
R*»nDon StfwiMi (DCS 650-1)

OEPARTVSNT OF GENERAL SERVICES
RECORDS MANAGEMENT 0MWON

777S WATERUX) ROAD
P.O. BOX 275

JES8UP. MARYLAND

ACSNCY RECORDS INVENTORY

OP

,/,

FISCAL SERVICES

tDrviaJen

PURCHASING

a. Unh

DEFINITION - RECORD SERIES - A group of ralalad raeofd* nermaify fUad and uaad n a unft tor r*l*r*no* •» w>8 t retention >t>d dtipettten purpo—»,

A. Raoort Swwt TW«

PURCHASE ORDERS/REQUISITIONS

5. Eitfteit Ytar/UtMt Y««r
T T QS la T T OR

t . R*sort SviM Oucrtpten (BnaAy dMerib* th* typM of IntomuftannttoaJRwnaAarm* tound In fr*

PURCHASE ORDERS/REQUISITIONS

tnelud* »w pwpaM or timefen Of th*

/

7. Racerd S«n«s

£ L«B«r Su«

D L*9*l Su»

• Bound Book

• Audio T i t *

(»p«ity)

D Microfilm

D Computar Tap*

D Floppy Disk

• Video Taps

8. Raeort S*rtw 6«quane»

D Numanakl

O Ctirenotogial

D

O Othar

9. Volum*

Numbar

D MioreAm R M 1 ( ' 1
Q Computar Ttpa(t)
D Olhar (apadfy)

10. ArmuaJ Accumulation
- S Pi*

D MkralUm R*a<(t)
3 D Computar Tapa(t)

Numbar 0

I V Is Ua»d
Doily QWaatdy D Monthfy

12. FBaBaeomti Inac&va Attar
„ > .. O Msrth(t)
Numbar

Yaax<»)

13. Currant UoaBon(») (Bldfl.. Boor, Room)

CHARLES COUNT? GOVERNMENT BUILDING
PURCHASING OFFICE - ROOM B-129

U Raoord 8«riat DupQostad Btawftara?
(H y«t. ipadfy i M n er offlcw)
O Y«a B No

15. Acms Raftricten* D V M ? NO
' {H Y M . era Uw(t) & Ragula))en(>)

16. Audri Raqulrwnantt

D Nona 8Ma D Padanl D Indapandant

17. to an Irvfex Sy»tam U*atf? (tt yat. atptam brtafty and daaorlba
any hadwimoofTwar*

O YIK* % No

Raoommandad Ratanllen

7 TEARS

ft. Nvna and TW» o< Prapwar

THOMAS E. KELLEY
CHIEF OF PURCHASING

20. TaUphona Numbar

(301) 6A5-0656

21. Daft

7/9/97
55CM (Rav. TS3)



u • Type or Print • eeperat* term tor each
new or revieed record M O M . forward wtft Record

Schediie (DGS 550-1)

DEPAPTUErTT OP GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX Z7S

JESSUP. MARYLAND 207&4

AGENCY RECORDS INVENTORY

f/, 3 Unit

FISCAL SERVICES PURCHASING

DEFINITION - RECORD SERIES • A group of related records norm*!*/ Nad end used H • unit tor reference as well as retention and

4. R*eon) S«riM Tto*

BIDS/COHTRACTS

E. Ewtor. YMr/UiMt

6. Raoord S«rtM D««rtpbe>n (Bn»tiy dwcrite t>* typM of httermMtonnMoeurrMnWtorm* tound In th» ur i ** . Inctud* ttt* purpeM sr Knotten of ttw

RECORDS OF ALL FORMAL BID SOLICITATION INCLUDING ADVERTISEMENT, SPECIFICATIONS, SPECIAL
PROVISIONS, GENERAL CONDITIONS, CONTB. , BONDS, INSURANCE CERTIFICATES, GENERAL
CORRESPONDENCE, ETC.

D Utter Sm

T3 Leoal Su»

D Bound Book

C Auic Taws

D Otne- (ioecify!

D Microfilm

• Computer

D Floppy Disk

' Taps

t. Record S«nM

• Alptobrioa]

- t Numancal

D ChrenelQOieal

0 Qaoflraphleal

• Other (tptdty)

fi. Votuma

Number

S Fito Dr«w*rti)
0 Mkrettm R*4l(»)

D Compnttr T«p«(t)
D O0>»r

10. Annuitl Aocumuiaten
- S R

0 Mierotilm
1 D Compv«»r T«»{*)

Numb«r 0 Otter (specify)

11.
D Daily 1 Monthry

12. Ria BMNTWI lna.div« Attar
7 o Month(»)

13. Currsm Locators) (Btdg.. Roor, Room)
CHARLES COUNTY GOVERNMENT BUILDING

iSISG OFFICE
OF CENTRAL STOREROOM

14. U Record Series Duplk»t*d Etuwttent?
(I) yM, «adty e««ncy or offwe)
D Yea j P No

15. Acotts R»nncoon* • Yes
' (tt Yes. ete Law(t) I Reguia«on(f)

No Audi Requtrementt

D None £> State • Independent

17. I* «n
•ny

System UiecT? (It y»«. explein briefly end describe

D No

18. Recommended Retention

f
Yes

WRITTEN LOG BOOK

ft. Name and TrO» of Prepver

THOMAS E. KELLET
CHIEF OF PURCHASING

20. Telephone Nisnber

(301) 645-0656

21.

7/9/97



flfp Typ* or Print a aaparat* form for Mch
n*w or r«viMd raeord Mri*t. forward wtth Raoord
P«t*nHon Scnadul* (DGS 650-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7276 WATERLOO ROAD
P.O. SOX 276

JE8SUP, MARYLAND 507W

AQCNCY RECORDS INVENTORY

IDKMon J. Ur*

FISCAL SERVICES PURCHASING

DEf iNmON - RECORD SERIES - A group of fatatad raoortfi normally (Uad tnd UMd M a unti tor r^r»no* I I M I I I nmrfton md dtapeaNen pwpam

BIDS/CONTRACTS

I. C««M) Yav/tMMt Y«v
?Y 90 M FY 98

DMcnpeon (Brt#fly d*c«f1bt 9 » typ«* (eund In V» Induit •»• or function of * » • • • * « • .

RECORDS OF ALL FOKHAL BID SOLICITATIONS. INCLUDING ADVERTISEKENT, SPECIFICATIONS, SPECIAL
PROVISIONS, GENERAL CONDITIONS, CONTRACT, BONDS, INSURANCE CERTIFICATES. SPECIAL
CORRESPONDENCE, ETC.

7. R»cord S«n»s Formit(i)

Q Ltn«r Sii» D Microfilm

Stx« 0 Comput«r Tap*

D Bound Book D Floppy Dick

D Audio Tap« D Vidto Tap*

0 Ottwr

I . Rtoort 8«rlM fivquano*

D

0 Chronological

O Qaosraphloal

0 Olhar (apactfy)

• . Votum*

D Ccmpwir Ta|M(t)
O O

10. Amua) AawmuMen

D Morofcn MH((a)
O Ooir<|MarT«f»(a)

D

IV Raitllaad
8 Dally 0 MontWy

12. Fila Baoomat tnadtty* Aflar
7 D Men<h(a)

Numbat
* Y»ar(B)

13. Currant lcoaton(t) (Bid}.. Floor, Room)

CHARLES COUNTY GOVERNMENT BUILDING
PURCHASING OFFICE ROOM B-129

14. it Raoord 8«r1«* DupOoaiad
(If yai. »p«o)fy «««oy ar efloa)
0 Yw & No

16. Acoatt RaiWetow D Yas
(tf Ya». dt* L»w(i) I Ragula«on(«)

S No 16. AudK Raqulramanh

• Nona I ) ftata O D IrMtopandant

17. U «n lnd»x 8y»Um U«*d7 (If y»i. txplaln brtafly and daaofea
arty ha»War«/Mfrwar«

(X YM . D NO

WRITTEN LOG BOOK

1$. Raoommandad Ratonfen

MINIMUM 7 YEARS

Nam* and TKa of Prapa/ar

TBOMAS E. KELLEY

CHIEF OF PURCHASING

30. TaWphona Numbar

(301) 6A5-O656

t\.

7/11/97



Initrurtoru • Typa or Print a aapanta form for «aeh
rtaw or ravlaad racord lartai. forward with Raoord
Ratartfkw Schadula (DG9 550-1)

DEPARTMENT OF GENERAL SERV1CE8
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. tOX 276

JE88UP. MARYLAND 207*4

AOENCY REOORDt INVENTORY

P A « _ 1 _ OF

D apanmartVAgancy

FISCAL SERVICES

J. DMaton

PURCHASING

a. Unh

DEFINITION • RECORD SERIES - A group oi ralatad ra«ertU normally fted and uaad u • unri for r«f»fmfio* H wafl at istantfen and dtapoarton porpuin.

4. Raeord 6*riat TXta

ST0RER0CM RECEIPTS

6. Bartatt Y«ar/Laa»tt Yaw

6 Raoord S*ri*$ Da»cnpflon (Briefly dawrlpa tha typaa of informaStonMtoeumanfe/roma found In tha aariaa. Inotuda «ha ptffpMa «r M>ottoo of tia-aartaa.

STOREROOM SALES R E C E I P T S

7. Racord Sariat Pormat(t)

0 Lattar $u« ' • Microfilm

0 lag*1 Size D Computar Tapa

DJBaurvd BooK D Floppy Dlik

Q Audo Tapa D Vidao Tap*

0 Olhar (apacify)

6. Raoand Sartet Saguano*

O Aiphabattoai

% Numartoal

D Chrerwiooloa)

D Qaoptphlcal

• Ottwr (apactfy)

• Volunw
)

O mnftm Aa*Ka)
O Compuiar Tarawa)

D Olhar

10. ArawaJ

PUaiaUaad
D Daily QWaakJy Montnty

12. Fila Qaooma* Irwodwa Aftar
7 D

13. Putnam Uottton(t) (Bwo. Floor, Room)
CHARLES COUNTY GOVERNMENT BUILDING
PURCHASING OFFICE
REAR 0 ? CENTRAL STOREROOM

U . it Raoord Saria* Oupteated
(« yas, apaotty agaftoy or ofloa)
D Yaa % No

16. Aooaw Raittctom D Yaa
(if Ya*. d u Uw(») 4 Ragulation(a)

No 16. Audrt Raqutramanta

D Nona 3b ttata O Indapandant

17. I* an Inda* SytVam U»*d? (l( yai. axplaln brtafly and daaotba
any hadwara/toftwara

11. Raoommandad Ratanton

D Yas No

19, N«ma and TMa of Praparar
THOMAS E. KELLET
CHIEF OF PURCHASING

10. Tataphona Numbar

(301) 645-0656

?V Date

7/11/97


